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SPD eRecruit Business Model

Pre Posting Activities

to the job bank

Some are marked as
Hot Jobs by SPD

Pre Posting Activities

preliminary screening
criteria, reviews
requisition for
accuracy, and submits
for posting

State of Indiana Recruiting Business Model

Hiring Manager Requisition Authorizer Authorizer
requests isrouted ___, reviewsthe ____, approves
posting via from the requisition or declines
PeopleSoft Hiring the Hiring
Manager to Manager's
the request
Authorizer
The Recruiter
Requisition is posted establishes If approv;el:j,
e

requisition is
routed to the
Recruiter
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Applicant Activities

State of Indiana Recruiting Business Model
Applicant Activities

Applicants PeopleSoft screens
viewand ——————* applicants based on
preliminary screening

Recruiter reviews
applicants and

apply to job el
postings criteria and routes routes them to the
applicants to the Hiring Manager for
Recruiter review
Interview
are I;natg(rjgg Hiring Manager
by Team «——  Hiring Manager reviews routed
Membgrs aiicl schedules and applicants and
routed to the conducts chooses
Hiri interviews several o
bl interview

Manager
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Post Interview Activities

State of Indiana Recruiting Business Model
Post Interview Activities

Hiring Recruiter reviews
Mapagers selected candidate
review routed —*  and completes
evaluations background check if
The preferred necessary

candidate is

sent to the

Recruiter

Offer is made
to the

candidate by
the Recruiter

If candidate accepts the offer, they
are hired using current PeopleSoft
data entry methods
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Advantages of eRecruit

Advantages
Removed paper application data
entry

Hiring Managers have an active role in the
recruitment process

» Electronic scoring system for Merit
Minimum Qualifications

» Central repository for interview
evaluations

» Accurate record of recruiting
activities
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Authorizing Requisitions
Approving/Declining Submitted Requisitions
Procedure

Authorizers will be notified via e-mail or their worklist when requisitions are ready to be
authorized. As your agency's authorizer you must ensure that any pre-posting policies have been
addressed and approved (ex. approval for an above minimum salary request). Hiring Managers
may or may not have completed the entire 10-page requisition. The Recruiter will be responsible
for editing the requisition before it posts to the job bank. The following lesson illustrates how to
access requisitions via manager self service for approval/denial.

B N A =~ i » W ) a5 gy -5 x
Q- O NRG LHORLm-[JB ‘
PeopleSoft.
Personalize Content | Layout
Menu 28
Search:
> My Favarites
[ Employee Self Service
> Manager Self Service
> Recruiting
[+ Warkforce Administration
[+ Bengfits
[» Compensation
> Organizational Development
[ Enterprise Learning
[> SetUp HRMS
[ Warklist
- Application Diagnostics
- Tree Manager
- Reporting Tools
[ PeopleTools
— Applicant Horme
— Change by Pagsword
— My Personalizations
— My System Profile
— My Dictionary
oy
pmﬁaoplesm't
&) Done B Internet

Step Action

1. Click the Manager Self Service link.

[ Manager Self Service]

2 Click the Recruiting Activities link.

[- Recruiting Activitieg]

3. Click the Recruiting Activities Home link.

[Recruiting Activitie s Horne]
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0-0 RGPk R &= -
PeopleSoft.
[ET ]
Search: ®

[ My Faworites
- Employee Self Service
[~ Manager Self Service
> Time Management
[» Job and Personal
Information
> Compensation and Stock
> Training and Developrment
> Performance Management
= Recruiting Activities
> Joh
Requisitions/Postings
> IdentifySearch
Applicants
[ Interviews
[ Hire Preparation

Manage Recruiting Activities Home

Requisitions
©

Job Requisitions

Clone Job Requisition

Review Requisition Status

Wiew .Job Postings

Fost Requisitions to Internet

Manage Joh Board Postings

iainiEn HE s ing A

Applicants

Find applicants by searching the database and saving your results. Review the
search results by job reguisition or by search criteria that you have specified and

i=dle

[ Recruiting Track Applicant Activity
1 orkforce Adrministration Application Status History
[ Benefils

Search for Applicants

Review Search Results by Requisition
Beview Results by Search Mame
Search Internet For Applicants

Link Requisition to Apnlicant

> Compensation

> Organizational Development
> Enterprizse Leaming

[ Set Up HRMS

[+ Worklist

> Application Diagnostics

> Tree Manager

- Reporting Tools Interviews
- PeapleTools ﬁ
- Applicant Horme Select and schedule applicants to interview, or view your interview schedule or the

- Chanoe Wy Password
I~ My Personalizations
- My System Profile

[~ My Dictionary

team's schedule. Complete an interview evaluation form for a recently interviewed
applicant, or review the guestionnaire results for an applicant.

Select Applicants far Inferview

Schedule Interview

Wiew Interview Calendar

Wiew Interview Team Schedule

Mew Windaw | Help | Custornize Page | B, #

[T =
.,r [

Create and post new job requisitions, orview the activity and status of existing ones

saved. Search for applicants on the internet, or link an applicant to a job reguisition

] javascriptisubmitAction_wind{document.wind, ER_LINK_WRK_ER_MGR_HM_LINK1");

# Internet

Action

Click the Job Requisitions link.
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0-©0 R LrORSLE-LJB oo
PeopleSoft.
Merw &

Search: Mew Window | Helo | Customize Page | 1%, #|

- My Favarites Job Requisitions

> Employee Self Service
[ Manager Self Service

> Time Management Below is a list of open job requisitions. To edit an existing job requisition, click on the number. Ta
> Job and Personal wiew job reguisitions of any status, click the Yiew All Reguisitions hyperlink.
Infarmation
[> Compensation and Stock To create a new requisition, clickthe Add a New Job Requisition button atthe bottorn of the page.
I Training and Development This is a step by step process to update or create a job requisition. On each page you will have the
[ Performance Management nption to save the information you entered to that point by clicking Save far Later.
< Recruiting Activities
& Joh i §
Requisitions/Postings diew All Reqguisitions
> IdentifgSearch
Applicants
[ Interviews

[> Hire Preparation

Status Jobh Title
az0-Appl Sys Analyst 54

— Manager Home 010-Open Toll Atnd
> Recruiting 010-Open Tall Atnd
[ Workforce Administration 010-Open Toll Atnd
[+ Benefits
b Compensation 080-ReCpen Prograrm Dir 2
> Organizational Development 044088 010-Open Human Resources Generali
[ Enterprise Learning 044088 050-Route Secretary 3
- Set Up HRMS .
- workdist 044087 OB0-Intew Secretary 3
> Application Diagnostics 044086 050-Route Secretary 3
- Tree Manager 044085 050-Route Secretary 3
- Reporting Tools 044084 050-Route Secretary 3 1ol
- PeopleTools L
S o 044083 050-Route Secretary 3
— Chanoe Wy Pagsword
[~ My Personalizations
I~ My Systern Profils Add a New Job Requisition
|~ My Dictionary

Go To:
Manager Home 3

&) D Internet

Step | Action

5. Click the requisition number to view the requisition to be approved. Example: Click
the 044099 link.
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C-© NG ke 2% |-

PeopleSoft.
[ET ]

Search:
®

[ My Faworites

- Employee Self Service

[~ Manager Self Service

> Time Management

[+ Job and Personal
Information

> Compensation and Stock

> Training and Developrment

> Performance Management

= Recruiting Activities
> Joh

Requisitions/Postings

> IdentifySearch

Help | Customize Pace | B, 4]

Create Job Requisition

1

Requisition Job Information

Job Requisition Murmber. 044099

The job details ofthe requisition show the characteristics of the job which is tied to this requisition
Flease review and modify the information as necessary. If you have any questions concerning the
appropriate values, please contact your HR Deparment.

Job Details

Applicants Pasition
I Interviews ) L Hurman Resaurces Gensralist 2
> Hire Prepa Humber:
Company: State of Indiana
Business
— Manacer Home Unit: State Personnel Depatment
> Recruiting 3
1> Workfarce Administration Department: SPD - Lanor Refalions Div
- Benefits Location: State Personnel Depariment
> Compensation .
> Organizational Development Job Code: 002MAZ Humnan Resources Generali
- Enterprise Leaming To:
I Set Up HRMS
[ Worklist uso Joh Ratio Frequency: Annual
> Application Diagnostics =
[ Tree Managar FIE: 1.000000
[ Reporting Tools *Number of
- PeapleTools People
- Applicant Home Neede
- Chanoe Wy Password Req
I~ My Personalizations
I~ Ity Syslem Profile “Requisiti "
Dbl ‘Requisition Status: ‘01 0-Open V|
[~ My Dictionary
Reason: ‘ vl
v
&) B Internet

Step Action

6. Check page 1 of the requisition for accuracy.

Scroll to the bottom of the page.
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r r = =T By - 5 x
- . { > v - | o 2,
C- O HRv PO B B-LJB .
PeopleSoft.
Search: Pasiti ]
osttion S Hurnan Resaurces Gensralist 2
@ HNumber:
[ My Favorites Company:
> Employee Self Service Business State of Indiana
[ Manager Self Service Unit: State Personnel Department
[> Time Management "
I Job and Personal Department: SPD - Labor Relations Div
Information ion: State Personnel Depament
[> Compensation and Stock Location: '
[> Training and Dewelapment | Job Code: 002ZNAZ Human Resources Generali
[ Perormance Management To:
= Recruiting Activities )
[ Job usD «Joh Ratio Frequency: Annual
Requisitions/Postings
& IdentifiSearch FIE: 1.000000
Applicants *Number of
[ Interviews People
[> Hire Preparation Needed:
Requisition Status
~ Manacer Home isition Status: [010-0pen v
> Recruiting
> Warkforce Administration Reason: ‘ vl
[+ Benefits
> Compensation
[ Organizational Development Person being replaced
> Enterprise Leaming N
> Set Up HRMS Hame
[ Worklist
- Application Diagnostics
- Tree Manager
- Reporting Tools i
> PeopleTaols Add Mame of Person Being Replaced
— Anplicant Home
— Chanoe Wy Password Bave Mext
[~ My Personalizations
- My System Profile N
| My Dictiona Required Field
Return o Job Requisitions
v
&) B Internet

Step | Action

7 Click the Next button.
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0-0 RGP 3 &= -
PeopleSoft.
[ET ]

-
.,r [

SEAnth Help | Customize Page | B
[ My Favorites Create Job Requisition
- Employee Self Service

[ Manager Self Service .’ 2 o o e 0 o

RN Requisition Authorization
[» Job and Personal

Information
> Compensation and Stock .
[ Training and Develaprant | J0b Requisition Murmber: 044033
> Performance Management

Requisitions require information concerning who originates, authorizes, and monitors
< Recruiting Activities

© Job it Comnplete or update the infarmation below.
Requisitions/Postings Autho Details

> IdentifySearch
Applicants o .

I Interviews Originator: Srnith Patricia E

[ Hire Prepal

(example: lastname firstname)

Authorized By: TahorLisaJ

~ Manager Home (example: lastname firstname)
> Recruiting Recruiter: TaborLisaJ
1 waorkforce Administration N
I Benefits (example: lastname firstname)

> Compensation

> Organizational Development
- Enterprise Leaming

> Set Up HRMS

[ Worklist Save Previous Mext

> Application Diagnostics

> Tree Manager * Reguired Field
- Reporting Tools -
- PeopleTools Return to Requisition Jab Infarmation

- Applicant Home

- Chanoe Wy Password
- My Personalizations
|- My Systern Profile

— My Dictionarn;

€l

@ Internet

Step Action

8. Review page two; when finished, click the Next button.
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PeopleSoft.
Merw &

Search:
®

[ My Favorites
- Employee Self Service
[~ Manager Self Service
> Time Management
[> Jab and Persanal
Infarmation
[ Compensation and Stack
[ Training and Development
> Performance Management
< Recruiting Activities
> Joh
Requisitions/Postings
> IdentifgSearch
Applicants
[ Interviews
[> Hire Preparation

— Manager Home

> Recruiting

[ Workforce Administration
[+ Benefits

> Compensation

> Organizational Development
> Enterprise Leaming

I Set Up HRMS

[ Worklist

- Application Diagnostics
- Tree Manager

- Reporting Toals

> PeopleTools

I~ Anplicant Home

- Chanoe Wy Pagsword

[~ My Personalizations

|~ My System Profile

I~ My Dictionary

Create Job Requisition

Help | Customize Page | &,

@@ -

Minimum Job Requirements

Job Requisition Number 044098

Please confirm the minimum requirements and indicate whether they are
rmandatory or not,

mum Requirements

[[] Mandatory  Location: State Personnel Department

Start Date: | 08130/2005 |

Temporary Start Date: End Date

[ Mandatory * Regular [

] Mandatory * Full-Time Part-Time

] Mandatory Standard Number Of Hours: 3750 Work Period:

[[] Mandatory [] Travel Required

Save

* Regjuired Figld

Previous Mext

Beturn to Requisition Autharization

€] javascript:submitAction_wind{documentt. wind, DERIVED_ER_RESUME _IMAGE_1A7;

D Internet

Action

Review page three; when finished, click the Next button.
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C-O0 HR® L%k -

PeopleSoft.
[ET ]

search: Heln | Customize Page | &

®
1 1y Favorites Create Job Requisition

I Empl Self 5 g
il e 009« EeOEEw

b Tt Desired Competencies
[+ Job and Personal
Information
Ll el sl Sty Job Requisition Nurmber; 044098
I Training and Developrment
> Performance Management Selectthe desired applicant competencies for this reguisition. fthere are set competencies
< Recruiting Activities with this job, click Select From Default Competencies. Ifyvou do notfind the appropriate
[ Job competency, notify Human Resources to add it to the list
isonn
b IdentifSearch Desired Competencies
Applicants “Cy Required - i
[ Interviews Importance
> Hire Prepa [Human Resou]@, [ | Awerage | [one v| Delete |

— Manager Home

- Recruiting Add New Competency

1 Warkforce Administration
> Benefits Select From Default Gompetencies ‘

> Compensation
> Organizational Development

I Enterprise Learming Save Previous Mext
> Set Up HRMS
[ Workdist * Required Field
> Application Diagnostics
> Tree Manager

- Reporting Tools

- PeopleTools

- Applicant Home

- Chanoe Wy Password
I~ My Personalizations

- My System Profile

[~ My Dictionary

Eeturn to Minimurn Job Reguirements

&) B Internet

Step Action

10. Review page four; when finished, click the Next button.
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-0 NRo PR S8 -3 -
PeopleSoft.

Home
Search: Help | Customize Page | 5
[ My Favorites Create Job Requisition

- Employee Self Service 7
[~ Manager Self Service ’m 5 e o 0 e @
L LT Requisition Posting Infermation
ob and Personal
Infarmation
[> Compensation and Stack
[> Training and Development Job Requisition Nurmber: 044099
[> Performance Management | To enter a posting description that can be viewed by potential applicants, click Add a New

- I;EJW;I“\"B Activities Posting Description. Ta update an existing descriptian, click Edit
o

Requisitions/Postings
> IdentifgSearch

Applicants Posting Title: | ‘
oo
» Description Type Visible
Quals [Intemal and External v Edt | peste |

— Manager Home

I Recruiting Add a Mew Posting Description Preview Entire Posting

- Workforce Administration

[ Benefits Sawe Previous MNext
> Compensation

> Organizational Development
> Enterprize Leaming

- Set Up HRMS

- workdist Return to Desired Competencies
- Application Diagnostics
- Tree Manager

- Reporting Toals

[ PeopleTools

— Anplicant Home

— Chanoe Wy Paseword
[~ My Personalizations

- My System Profile

|~ My Dictionany

&l

D Internet

Step | Action

11. | Review page five. Use the Preview Entire Posting button to see what the posting will
look like when posted to the job bank. When finished, click the Next button.

et
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PeopleSoft.
[ET ]

SEarch; Help | Customize Page | B
- My Favorites Create Job Requisition
- Employee Self Service " _._._._._ _._._._.
[ Manager Self Service . § o 0 o @

b neansd e Requisition Posting Destination

[+ Job and Personal

Information
[> Compensation and Stock Job Requisition Nurnber. 044099

[ Training and Developrment
> Performance Management
= Recruiting Activities
> Joh
Requisitions/Postings

The choices you make below determine where the requisition will be made visible and for how long.

Posting De: tions

Job Requisition  Posting Required " Required  Posting Duration
" n i
v {:;;‘xﬁ;amh Posting Tvpe Medium Open Date Gelative Onen Date CloseDate {Davs)

> Interviews External Posting  Internet 030/2005 10 Edit Delete
[ Hire Prepal
" Internal Posting  Internet 08/30/2005 10 Edit Delete
Add New Posting Destination
- Manader Home

- Recruiting

[ \Workfarte Admministration Save Previous Mext
> Benefits

> Compensation

> Organizetional Development Return to inn Posting Infarmation

- Enterprizse Leaming
[ Set Up HRMS

[+ Worklist

> Application Diagnostics
> Tree Manager

- Reporting Tools

- PeopleTools

- Applicant Home

- Chanoe Wy Password
I~ My Personalizations
- My System Profile

[~ My Dictionary

&l

@ Internet

Step Action

12. Review page six; when finished, click the Next button.
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PeopleSoft.
Merw &

Search:
®

[ My Favorites

> Employee Self Service

[ Manager Self Service

> Time Management

[> Jab and Persanal
Infarmation

[> Compensation and Stack

I Training and Development

I Performance Management

< Recruiting Activities
> Joh

Requisitions/Postings
> IdentifgSearch
Applicants
[ Interviews
[- Hire Preparation

= Manager Home

> Recruiting

- Workforce Administration
[+ Benefits

> Compensation

> Organizational Development
> Enterprize Leaming

[ Set Up HRMS

[ Worklist

- Application Diagnostics
[ Tree Manager

- Reporting Toals

> PeopleTools

— Anplicant Home

I~ Chanoe Wy Password

|~ My Personalizations

— My System Profile

I~ My Dictionary

Create Job Requisition

000006 e

Desired Education and Experience

Job Requisition Nurmber, 044099

This page allows you 1o specify the education and experience necessary for the joh.
If¥ou enter more than one combination of education and experience, each
comhination will be congidered as being equivalent and egually acceptable for
sCreening

Enter the desired education and experience.
D 1] Education and Experience

‘Highest Education Level

Add Mew Education and Experience

How important is this?

Is itmandatory? [

Save Previous Mext

*Reqired Field

Return ta Posting Destination

L
.,r_ﬁlx

Heln | Customize Page | /B

&l

D Internet

Step | Action

13. | Review page seven; when finished, click the Next button.
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\ P s y W [ Sy - 5 %
C-© NRG L e 3% |- "
PeopleSoft.
Search: Help | Customize Page | B &
Wy Favorites Create Job Requisition
- Employee Self Service " _._._._._._._ 8
[ Manager Self Service .
Lmeanaaeg Screening Questions
[z Joh and Personal
Information
[> Compensation and Stock Job Requisition Nurnber. 044099
[ Training and Developrment Add the prescreening guestions helow. You have the choice of defaulting them from a
> Performance it guestionnaire template, from cor or entering themn individually. Ifyou default the
= Recruiting Activities guestions in, you can add additional ones or deleting existing anes fram those defaulted
> Joh
Requisitions/Postings
> IdentifgSearch Question Set ID: y Load From Set | Load From Competencies ‘
Applicants
& e e
b Hire Preparation Screening Questions .
i i nSWer
Question ID Question Mandato
~ Manacer Home 1 AGE @, Are you 12 years old or older? ] Weights Remove
E\T\‘%crﬁg::g Adi Do you have supemisory experience that invalves
employment (such as hiring, promaotions,
Egz:ﬁg‘esnsalmn 1osuRy & demations and perfarmance reviews), disciplinary o eichis M
" - i
i Organizational Development actions and ferminations?
- Enterprise Learning QL Have you ever heen discharged by any emplover? (2] Weinhts Remove
> Set Up HRMS )
Hawe you ever been conwicted of a crime, other than a N
[ Worklist . [s]
b Bkl \ Diagnostic 4 COMVIET|Q, minor traffic vialation? O ity M‘
Pl
- Tree Managar Do you wish to claim Weteran's Preference Points? If
[ Reporting Tools 50, please indicate the applicable eligibility below and
- PeopleTools EfC, submitthe reguired documentation. Preference points ] Weights Remove i |
I~ Applicant Home will not be aranted unless the documentation is
- Chanoe Wy Password Submitted.
- My Personalizations Please selectthe appropriate level of work experience
I~ Iy Syslem Profile (include all work experience). 0O Weights uemnve
— My Dictionan;
@ Are yau legally autharized ta work in the United States? [ Weights Remove
C, Do you possess a valid driver's licensa? [} Weights Remove
v
€ D Internet

Step

Action

14.

Review page eight. Remember to scroll to the bottom of the page.
Note: Screening questions may or may not have been entered at this stage. If not,
they will be entered by the Recruiter after you have authorized the requisition.
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) 7 <l > T W - I -
C O HRGLke R & 8- .
PeopleSoft.

Search: Add the prescreening questions below. You have the choice of defaulting them from a ~
. questionnaire template, from competencies or entering them individually, [fyou default the E
‘ @ in, you can add additional ones or deleting existing anes fram those defaulted
[ My Favorites
- Emploves Self Service
[~ Manager Gelf Service Question Set ID: Q Load Fram Set | Load Fram Gompetencies ‘
[ Tirme Managerment
[» Job and Personal 7 5
o e Screening Questions .
[> Compensation and Stock QuestionID  Question nswer
[> Training and Development Mandatory
[» Performance Management O Are you 18 vears old of older? ] Weights Remove
= Recruiting Activities ‘—1
& Joh Do you have supervisory experience that invalves
Requisitions/Postings employment decisions (such as hiring, promotions,
I> IdentifiSearch demotions and performance reviews), disciplinary O eights M
Applicants actions and terminations?
E ::'II;NF‘EWE 11DISCHAR QL Hawe you ever heen discharaed by any emplover? [0 Weights Remove
Hawe you ever been conwicted of a crime, other than a N
A minar traffic vialation? o Weichts M
Do you wish ta claim Veteran's Preference Paints? If
I Recruiting so, please indicate the applicable eligibility below and
- \Wiorkforce Administration @ submitthe required documentation. Preference points ] Weights Remove
[> Benefits will not be aranted unless the documentation is
- Compensation submitted
> Organizational Develapment Please selectthe appropriate lewel of work experience
- Enterprise Learning U nclutte all work experience) O weichis Remoe|
[ Set Ln HRMS
I ka“nm , Are you legally authorized to wark in the United States? O Weights Remove
> 2pp 1 Diagnostic . 5 .
b Tree Manager ADRIV UG | Doyou possess avalid driver's license: O Weights m‘
> Reporting Tools
st Add a New Question
- Applicant Home
— Chanoe My Password
I~ My Per ion: Save ‘ Previous Mext
- My Systern Profile
- My Dictionan
Retumn to Desired Education and Exp
v
&) B Iniermet

Step

Action

15.

When finished, click the Next button.
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PeopleSoft.
[ET ]

Search: Help | Customize Page | B &

- iy Favorites Create Job Requisition

[ Employee Self Service " _._._._._._._._

[ Manager Self Service . 9

> Time Management PPRrrTy

[» Job and Personal Reql‘"smon summary
Information

> Compensation and Stock

[> Training and Development Job Requisition Murmber 044099
> Performance Management
= Recruiting Activities Requisition Summary 1
> Joh
Requisitions/Postings
> IdentifySearch

Applicants ~ Joh/Position Information
[ Interviews
[> Hire Frepal Position Humber: 100580713 Human Resources Generalist 2
Company: State of Indiana
= Manager Home Busi Unit:
- Recruiting usiness Unit: State Personnel Department
[ \orkfarce Adrministration Department: SPD - Labor Relations Div

> Benefits

> Compensation Location: State Personnel Department
> Organizational Development
- Enterprise Leaming

[ Set Up HRMS

[ Worklist

> Application Diagnostics

[ Tree Manager FTE: 1.000000
> Reporting Tools
- PeopleTools

- Applicant Home
- Chanoe My Pasaword Replacement For
I~ My Personalizations Hame

- My System Profile

[~ My Dictionary

Joh Title: Human Resources Generali

Number of People Needed: 1

Retum To JobiPosition Details

~ Requ ion Authorization

€] javascriptisubmitAction_wind{document. wind, DERIVED_ER_RESUME_IMAGE_1A);

#® Internet

Step Action

16. | Scroll to the bottom of the page to view the entire requisition summary.
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Q- O NRG LHO R L ®-[) “
PeopleSoft.

8 - A
Search: ® Human Resources Generalist 2 Average None T
[ My Favorites Return to Competencies
> Employee Self Service
[~ Manager Self Service * Screening Questions

> Time Management
[+ Job and Personal

Information 3 a
> Compensation and Stock Long Description nswer
[ Training and Developrment Mandatory
> Performance Management 1 AGE Are you 18 years old or older?
= Ei';rhum"g Activities Do you have supervisory experience that invalves

employment decisions (such as hiring, promotions,
b Izeq:.ns;gmnsfnstmgs 10suPY demotions and performance reviews), disciplinary Wsights
entify/Searc actions and terminations?
Applicants
I Interviews TDISCHARG  Have you ever heen discharged by any employer? ieights
[ Hire Preparation Have you ever been convicted of a crime, other than a
4 CONICT minor traffic vialation? tielants
Do you wish to claim Veteran's Preference Paints? If
so, please indicate the applicable eligibility below and

I Recruiting SVETPREF  submitthe required documentation. Preference points Wigights

> Workforce Administration will not be granted unless the documentation is

> Benefits submitted

2 Rt Please selectthe appropriate level of work experience

> Organizational Development B W EXP include all work exngme%ce P Wigights

> Enterprise Leaming ( » )

- Set Up HRMS SUSELIG Are you legally authorized to work in the United States? Wieights

[ Workdist .

[ Application Diagnostics A DRM LIC Coyou possess a valid driver's license? Wigights

- Tree Manager

> Reporting Tools Return ta Screening Questions

- PeopleTools

- Anplicant Home

_ change My Password Save Pravious MNed

I~ My Personalizations

B —\U—M S 5“”” Profile * Required Field

|- Ity Dictionary

————————— Beturnto Sceening Questions

~
&) B Internet

Step

Action

17.

Click the Next button to move to the next page.
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PeopleSoit

0-©0 R LS RLE-JB oy -2
PeopleSoft.

Search: Help | Customize Page | B &
[ iy Favontes Create Job Requisition
[~ Manager Self Service 4
¢ Ul Requisition Submission
[» Job and Personal
Information
> Compensation and Stock .
[ Training and Developrment dob Requlsmuﬂ Murnber 044033
> Performance Management
= Recruiting Activilies This step is for submission/approval of a completed requisition
> Joh
Requisitions/Postings Az the ariginator n!the rqula\lmm‘_ﬂ:la choice is to Submit for Approval or Save fur_Later As_lhe
> IdentifSearch Authorizer or recruiter for this reguisition, the choice is to Approve or Deny. Choosing Subrmit, Approwe,
Applicants or Deny will generate appropriate e-mails and worklists for further pracessing ofthis reguisition
[ Interviews
[ Hire Preparation Depending on the status of the requisition and your role this page may be display only.

Approval Details

Role Hame Name Action Taken  Date of action Comment
- Manager Hame Originator Paticia Smith Submitled  08/30/2005
- Recruiting
1> Warkforce Administration Authorizer Lisa Tabor
> Benefits Recruiter Lisa Tabar

> Organizational Development COMITEnt

> Enterprise Leaming .
[ Sat Lp HRMS Name: Tahor,LisaJ
(> Worklist Comment:
> Application Diagnostics
> Tree Manager

> Reporting Tools

- PeapleTools

- Applicant Home

- Chanoe Wy Password Save Previous

I~ My Personalizations

- Wy Syslem Profile Approve ‘
[~ My Dictionary

Ceny

Beturn to Requisition Sumrmary E]

= v

® Internet

Step Action

18. Click in the Comment field.

19. | Enter comments into the Comment field if desired. Enter "Type comments here".

20. | Click the Approve button to approve the requisition or click the Deny button to deny
the request.

21 | The hiring manager and recruiter will be able to view the comments and action taken
with the submitted requisition.
End of Procedure.
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